
Using the Grid: for individual asset entry 

Individual asset entry, edits, exporting a copy for your records and preparing for submission



Click New



Data entry of assets are one at time, left to right.  

When the first line is complete click Update.  

To add more assets choose the New link which will appear in the far left column. 



Many assets do not need a Nature of Use description:

Chairs – sitting

Lamps – lighting

Computers – computing

However, some companies specialize in varied technologies so a Nature of Use 

description may be necessary such as the entry in red below. 



Editing Assets

Once all of your assets have been entered, they appear in a grid.

Review for accuracy and completeness

The image on this page and subsequent pages hereafter has been altered and is presented for educational purposes only.  

Thus, the total is incorrect.   



You may edit up to fifty assets at a time:

Select All …



…  All buttons are active, click Start Edit

Note: when assets were selected the

Start Edit and Delete buttons became available.



Edit Mode:

You may either tab through or use your mouse to edit any information . 





The Start Edit button has now changed to Update

When all changes have been made, click Update.



Filtering Assets

If you need to find one asset out of many, 

you may filter the grid area to locate the asset. Click Create Filter.





Choose the column header Enter the item of your search


